
Procedures for Consistent Coding and 
Regularized Review of Instructors in 

Dietrich College 

For Implementation on July 1, 2019 

The following procedures were developed from the proposal “Consistent Coding of Instructors” that was 
presented to Dietrich College department heads in September 2018.  These procedures incorporate the 
comments and questions that were raised by the department heads, as well as advice from the Office of 
General Counsel.  These procedures apply to employees who are hired for limited term teaching 
appointments, hereafter referred to as instructors. 
 
Issues to be addressed by these procedures: 

• Provide Dietrich departments with guidelines to classify all instructors as special faculty and 
consistently code them within Dietrich College based on the instructor’s experience and 
contributions to teaching. 

• Identify an internal Dietrich College process of review for all instructors to ensure quality 
instruction. 

_____________________________________________________________________________________________ 
 

Coding for Dietrich College Instructors  
 
1) All instructors are required to receive a special faculty appointment letter that they sign to signal 

their acceptance of the terms of the appointment.  All appointment letters should be based on the 
most current version of the special faculty appointment letter that can be found on the Vice Provost 
for Faculty website, https://www.cmu.edu/faculty-office/leadership-cmu/index.html . 
a) The template letters may need to be edited to reflect new hire or reappointment, full-time or 

part-time employment, and length of appointment. 
2) (Terms)  The Policy on Special Faculty Appointments does not specify the term of such 

appointments, but does say that terms cannot exceed 3 years.  Hence, appointment terms may be 
for any length of time provided they do not exceed 3 years. 

3) (Reappointment)  Special faculty may be reappointed on an ongoing basis, with the exception of 
special faculty appointed under category (A) of the CMU’s Special Faculty policy  
(https://www.cmu.edu/policies/faculty/appointments-special-faculty.html) . These instructors may 
not serve in this capacity beyond a total of 3 years.  Category (A) includes post-doctoral fellowships 
and similar special instructorships; visiting professorships; and positions for visiting professionals 
(e.g., writers-in-residence). 

4) (Notice of Reappointment or Notice of Decision to Allow Appointment to Lapse) 
a) When the appointment term is less than 1 year (e.g., 1 semester) or when the appointment 

letter rules out reappointment, the appointment may be renewed or permitted to lapse without 
providing formal advance notice to the instructor.  However, it is good practice, and 
encouraged, to communicate intention to renew or let lapse as soon as it is practical to do so. 

https://www.cmu.edu/faculty-office/leadership-cmu/index.html
https://www.cmu.edu/policies/faculty/appointments-special-faculty.html
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b) If the appointment term is at least 1 year (12 months) and less than 2 years (24 months), the 
instructor must receive notice that the appointment will be renewed or will lapse (end without 
reappointment)  four months before the expiration of the appointment. 

c) When appointment term is 2 years or more, the instructor must receive notice that the 
appointment will be renewed or will lapse six months before the expiration of the appointment. 

d) If notice is not timely given (4 months or 6 months before the expiration of the term as 
referenced above), the appointment is generally extended by such period as is necessary to 
fulfill the notification period (4 or 6 months). 

e) Special faculty are subject to the same University policies concerning dismissal for cause as are 
other faculty.  Hence, special faculty contracts cannot be terminated prior to the end of the 
appointment term, at least not without significant effort and process.  

5) Appointments may be full-time or part-time. 
a) Although the Special Faculty Policy indicates that it deals only with full-time appointments, it has 

become common practice to extend part-time special faculty status.  Full-time or part-time 
status is determined by Dietrich College’s procedure for calculating in-class and out-of-class 
hours worked per week.   See Appendix – Calculation to Determine Full-time or Part-time Status 
of Instructors in Dietrich College, found at the end of this document. 

6) The appointment may be a primary or only appointment for an employee, or a secondary 
appointment, e.g. for an employee with an existing Carnegie Mellon appointment who may be 
serving as a part-time instructor in another unit.   

7) Dietrich will no longer use staff instructor appointments coded as “2239 - Adjunct Instructor-Staff 
Appointment” except in the rare case of an exempt staff member teaching a course (for which there 
may be legal and contractual reasons to avoid a secondary special faculty appointment). 

8) The procedures for coding and review are intended to supplement and not conflict with CMU’s 
Special Faculty policy: https://www.cmu.edu/policies/faculty/appointments-special-faculty.html  

 
Directory Title Job Profile Number and Description Experience Required 

 
Lecturer 2262 – Lecturer – Special Faculty 

Appointment (Teaching or Research) 
Entry level; May be an experienced 
practitioner without a PhD or Masters 
degree 
 

Senior Lecturer 2261 – Senior Lecturer – Special 
Faculty Appointment (Teaching or 
Research) 

PhD required; Long-standing 
contributor in the department; May 
teach a minimum of 10 semesters as 
Lecturer to be considered for this 
category; New hire may have 3 to 5 
years of experience. 
 

https://www.cmu.edu/policies/faculty/appointments-special-faculty.html
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Principal Lecturer 2260 – Principal Lecturer – Special 
Faculty Appointment (Teaching or 
Research) 

PhD required; Longevity of 
employment with sophistication of 
teaching methods; May teach a 
minimum of 10 semesters as Senior 
Lecturer to be considered for this 
category; New hire must have 
distinguishing experience from Senior 
Lecturer category, e.g. 7 years of 
experience. 
 

 

Review of Special Faculty Instructors 
 
Departments are expected to conduct on-going reviews and check-ins on the teaching of all of their 
instructors.  Although the review of special faculty instructors is not part of the regular promotion and 
tenure process at the Department, College or University levels, reviews of special faculty instructors are 
critical to ensuring the quality of instruction.  The Dean’s Office assumes responsibility for overseeing 
the departmental review of special faculty and has established the following review process for all of the 
special faculty instructor profiles listed in the previous sections.  

1.  A formal review of an instructor’s teaching will be required after six full semesters of teaching. 
o Semesters of teaching include summer semesters.  
o Semesters of teaching do not have to be contiguous.   
o Semesters of teaching will be counted without regard to the number of classes that an 

instructor taught in such semesters.  The only adjustment that may be made to the 
count of semesters is if a mini-course was the only course taught during the semester.  
That semester may be counted as a half.   

2. Prior to the review, the department will identify and communicate the minimum threshold for 
consideration of reappointment. 

3. For the review, instructors will be required to assemble: 
o Teaching portfolio, which includes:  

 Teaching Statement 
 Syllabi 
 Other relevant teaching artifacts 
 Outside letters are not required. 

o Teaching evaluation information, which includes: 
 FCE’s 
 Classroom visits, student focus groups, etc., as feasible 
 Student letters (at the Department’s option). 

4. The review materials are expected to be presented to the department reviewer(s) by a due date 
set by the department head. 

5. Departmental review may, at the Head’s discretion, be conducted by senior faculty, an ad hoc 
committee, or the department head individually.   

6. At the conclusion of the review, the department head will draft a memo to the Dean that 
summarizes the review and the outcome.  Formative feedback will be provided to the instructor 
by the department head and/or the Dean’s Office at the Dean’s discretion. 
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7. The Dean’s Office will track the semesters taught and will archive the department reports. 
8. Each Head will be responsible for assuring that special faculty in his/her department have 

current appointment letters conforming to the University standard, that reviews are being 
conducted on a timely basis, and that appropriate notice is being given of all decisions regarding 
reappointment or lapse. 
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Appendix – Calculation to Determine Full-time or Part-time Status of Instructors in 
Dietrich College 
 
Dietrich’s Standard Ratio: 
1 hour of in-class time requires 3 hours outside of class 
Examples: 

HOURS IN CLASS HOURS OUTSIDE OF CLASS TOTAL HOURS PER WEEK 

3.0 hours 9.0 hours 12.0 hours 

4.0 hours 12.0 hours 16.0 hours 
 
Exceptions to the Standard Ratio 

1. IS Project Course 
o Requires minimal preparation, attendance at presentations, grading reports, emailing students 

and updates to Director 
o 1 hour in class requires .5 hours outside of class 

 

 
HOURS IN CLASS 

HOURS OUTSIDE OF CLASS TOTAL HOURS PER WEEK 

4.0 hours 2.0 hours 6.0 hours 
 

2. Modern Languages On-line Course 
o Requires one-on-one meetings, monitoring of on-line chats, quizzes and exams 
o 1 hour in class requires 7 hours outside of class 

 

 
HOURS IN CLASS 

HOURS OUTSIDE OF CLASS TOTAL HOURS PER WEEK 

1.5 hours 10.5 hours 12.0 hours 
 
 

3. First Time Instruction 
o Instructors who are teaching a course for the first time may need additional time outside of class 

to prepare 
o 1 hour in class requires 4 hours outside of class 

 

 
HOURS IN CLASS 

HOURS OUTSIDE OF 
CLASS 

TOTAL HOURS PER 
WEEK 

3.0 hours 12.0 hours 15.0 hours 
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